
New Comprehensive 
GIC Coordinator Manual!

The information you need to process 
GIC benefits



GIC Benefit Administration

What’s New, Different, Important…



Starting at the Back First -
Forms

Spring cleaning time – go through your 
file drawers and discard old forms
Check dates on the bottom of the form 
to be sure you have the most current 
version 
Forms are on our web site; keep Acrobat 
Reader current
Coordinators must photocopy forms for 

agency supply – GIC will no longer 
supply forms



Forms - continued

New Form-11 shipped with manual – include 
with manual
File LTD Coordinator manual with GIC 
Coordinator manual – new version with three-
hole punch shipped by CNA
Beneficiary Forms – NOT on web site to deter 
fraud
Retiree Dental on web site and through the GIC



Forms – continued

GIC Insurance Enrollment and 
Change (Form-1)
– 3/03 or 11/02 date – both are 

current version
– Reflects new Late Enrollment 

procedure for Life Insurance
– 39-week and Deferred Retirement 

options incorporated – no separate 
forms



Forms - continued

New Employee Acknowledgment 
Form
– 1/1/03
– Protects agencies from future 

liability
– Required of new hires and 

employees electing GIC benefits for 
the first time

– Retained in employee’s personnel 
file – Do not send this form to the 
GIC



Forms - continued

Insurance Data Form (IDF)
– 2/02 – now 4/03
– New form with revised Indemnity Plan names 

on web site and distributed today
Beneficiary Form
– 319 – one to three beneficiaries (1/2003)
– G-500 – three or more beneficiaries or special 

designations, such as trusts and estates (12/02)



Forms – continued

Student Forms – 3 versions (1/03)
– Indemnity – new name version on web site and 

distributed today 
– PPO 
– HMO 

COBRA and Dependent COBRA (1/03)
COBRA Forms with 7/1 rates on web site 
(3/03)



Forms - continued

Pre-Tax Opt Out of Participating (1/03) – during 
annual enrollment or status change only
– No forms to opt in – see Payroll Department

Dental/Vision Form-1 – new 1-page format (11/02)

Dental/Vision COBRA 1/03 – with rates (3/03 on 
web site)
Form 11 – (10/02) – File in Forms section of 
manual
Retiree Dental App – on web site or through the 
GIC



HCSA and DCAP

File HCSA Addendum with Coordinator manual
DCAP enrollment form in manual
HCSA enrollment form shipped by Sentinel and 
on our web site
HCSA/DCAP claim form – now combined and 
on web site
HCSA/DCAP Termination form – notify Sentinel 
when HCSA or DCAP enrollees terminate state 
service or have an unpaid leave of absence; form 
on web site



GIC Reports

Notify the GIC of Coordinator, address, and e-
mail address changes – contact Operations 
Department (Winnie Yee ext. 3061)
Include Agency/Division Number (ABC/1234) 
with inquiries to expedite your request
FYB distribution is for enrollees only; others can 
download from web site
BDG for eligible employees only; prospective 
employees, non-eligible employees and others 
should download from web site



Back to the Front – Your Role –
Choosing a Health Plan

Use manual in 
conjunction with BDG

Never influence an 
employee’s decision –
needs vary from 
individual to individual

Learn differences and 
similarities between 
plans



Your Role – Choosing a Plan -
continued

Keep in mind:  PLUS=PPO 
without PCP
Indemnity has network out of 
state
Employees in CT, ME, NH, 
RI and VT should also 
consider PLUS, PPO, HPHC 
and Tufts – see BDG for 
locations
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GIC Dental/Vision

For Managers, the 
Legislature, Executive Office 
staff and Legislative staff 
only
Authorities, higher 
education, Judicial Trial 
Court not eligible



Follow the Step-by-Step 
Instructions

Forms
Steps

Forms



New Hire

Elections must be made within 10 
calendar days of employment
Coordinators send forms to the GIC 
within 21 calendar days
Otherwise – medical requirement for 
LTD and Optional Life
New Hire can now apply for Optional 
Life Insurance of up to 8 times salary –
as of 7/1/03 effective date
Give new employees COBRA notice 



Family Status Changes

Divorce and Remarriage:  
According to Mass General Law 
MGL-Chapter 32A, the GIC must 
be informed of divorce or 
remarriage.  Failure to report may 
result in financial consequences to 
the employee or former spouse
Employees must notify 
Coordinators; Coordinators are 
required to inform the GIC



Family Status Changes -
continued

Dependent Student
Unmarried dependent 
coverage ends at the end of 
the month a dependent turns 
age 19.
Full-time students may apply 
for student coverage and, if 
approved, must re-certify 
coverage twice/year



Employment Changes

See procedures for:
Hours reduced to less than 
part-time
Hours reinstated to part-time 
or more
Salary changes
Agency transfer



Late Enrollment

Effective April 7, for coverage effective 
July 1, 2003 carriers will send medical 
applications.  

Discard the following forms:
Life Insurance Medical Applications G6 
and G6S
LTD Medical Application

Use Form-1 to add or change life and LTD 
coverage; the carrier will send the 
employee a medical application to 
complete and return



Annual Enrollment

Enroll in basic life after initial eligibility
Enroll in basic life and health after initial 
eligibility
Change health plans
– If enrolling in Fallon, indicate Direct or Select Care on Form-1

Enroll in Dental/Vision if eligible
Change smoker status for optional life (tobacco-
free for at least 12 months)
Enroll in HCSA – this year only
Opt in or out of pre-tax premium deductions



Leave of Absence

Apply for Leave without Pay at Part-cost 
for:
– Industrial Accident
– Maternity
– Personal Illness (employee’s illness)

Form 11 must be completed by 
employee, Agency Head and Physician 
before it can be processed



Leave of Absence

Military Leave
– Drop coverage and reinstate 

when return from duty
– Continue coverage on same 

terms as active employees – the 
GIC will bill the employee for 
his/her share of premium



Terminating State Service

Health options depend on length of state service
All employees terminating state service must be 
given Federal COBRA notice
LTD is over
DCAP/HCSA is over – must notify carrier; 
COBRA application will be available on web site 
mid-April
Dental/Vision is over – can apply for COBRA



Terminations – less than 10 
years state service

Health only under COBRA
Convert to Non-Group Health
Portability – life only
Convert to Non-Group Life



Terminations – 10 or more years 
state service under age 55

If terminate state service at age 55 or over, 
employee can retire – see retirement section
Deferred Retiree
– Life only
– Health and life

COBRA
Non-Group health
Portability – life only
Non-Group life



Terminations – 20 or more years 
state service at any age 

Retirement
Deferred Retirement
– Life only
– Life and health

COBRA
Non-Group health
Portability – life only
Non-Group life



Layoff – less than 10 years state 
service

39-week (switch to COBRA for remaining 
9 months)
COBRA
Convert to non-group health
Portability – life only
Convert to non-group life



Layoff – 10 or more years state 
service under age 55
If laid off at age 55 or over, employee can retire –

see retirement section
Deferred Retiree
– Life only
– Life and health

39-week
COBRA
Convert to non-group health
Portability – life only
Convert to non-group life



Layoff – 20 or more years state 
service at any age

Retirement
Deferred Retirement 
– Life only
– Health and life

39-week
COBRA
Non-group health
Portability – life only
Non-group life



Employees Age 65 and Over

Age 65 or over and still working –
contact Social Security to find out if 
eligible for Medicare Part A.  If 
eligible, employee and/or spouse must 
enroll in Medicare Part A only.



Retirement and GIC Benefits

Employee must confirm 
eligibility with retirement board
Employee must apply for 
retirement benefits
Obtain Retiree/Survivor Guide



Retirement - continued

Under age 65 with GIC coverage – may change 
health plans
Under age 65 without GIC coverage – may enroll 
in GIC coverage
Age 65 or over with or without GIC coverage and 
retired – contact Social Security to find out if 
eligible for Medicare Part A.  If eligible, retiree 
and/or spouse MUST enroll in Medicare Part A 
and Part B.  The GIC will contact the retiree 
about his/her health plan options.



Retirement - continued

Optional Life – Instruct employee to review 
coverage and rate chart: cost increases with age 
and at retirement
Dental/Vision
– COBRA – pick up Retiree Dental when COBRA over
– Retiree Dental – Limited to $750/member benefit

LTD over



DCAP – Dependent Care Assistance 
Program

Open enrollment is Nov-Dec for calendar year 
benefit
Change of status – can change contribution, add 
or terminate coverage
Notify carrier when employee leaves state service
Use or lose provision
See forms for eligibility details; IRS guidelines 
contact Sentinel
Offline agencies – contact carrier before offering 
to employees



HCSA (Health Care Spending Account)

Active employees can pay for non-covered 
health-related expenses on a pre-tax basis, 
reducing federal and state income taxes
Must be medically related.  Examples:
– Physician office and prescription drug co-pays
– Medical deductibles and coinsurance
– Eyeglasses/contact lenses not covered by health or 

vision plan
– Orthodontia and dental benefits not covered by dental 

plan



HCSA – Health Care Spending 
Account - continued

Must be eligible for GIC benefits – same coverage 
effective date as other GIC benefits
Special open enrollment for 6 months coverage 
beginning July 1, 2003
Open enrollment Nov-Dec for calendar year benefit
Change of status – can enroll, change contribution or 
terminate coverage
Use or lose provision
Offline agencies – contact Sentinel
IRS guidelines or termination procedures – contact 
Sentinel



HIPAA – Health Insurance 
Portability and Accountability Act

Goes into effect April 14, 2003 –
Coordinators may no longer contact an 
employee’s health plan to assist in resolving 
claim problems
Standardized health care industry 
transaction codes
Protects privacy of health information
Enrollees in Indemnity plans, PPO and 
Dental/Vision will receive privacy notice –
also on GIC web site



We Hope You Find the New 
Manuals Helpful and 
Informative

Questions?  Contact the GIC’s 
Operations Department 617-727-2310 
ext. 3062, 3060 or 3063
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